
Erickson & Associates

PROPERTY MANAGEMENT

General Policy Statement

Through continuing education; appropriate applicant screening; effective rental agreements; skilled maintenance; and overall active management, Erickson & Associates, Property Management will maintain an owner’s property with the highest degree of professionalism.

MANAGEMENT SERVICES
1. OPERATIONAL SERVICES

· We conduct an initial site inspection of your property.

· We inspect all units and outer areas and document condition.  We take action to correct conditions that are causing exposure to liability.

· We meet with the tenants and go over any problems and concerns they may have with their unit and sign leases with them if they are not under written lease.  We inform tenants of new payment and maintenance procedures.

· We review all existing leases.

· We evaluate vacant units and assess action needed to rent the unit.

· We analyze the market and determine the property’s position in the area.

· We take control of all keys, test them on locks and code each key to enhance security.

· We obtain past records and set up your property in our computer system.

· We transfer owner-paid utility billings.

2.
ACCOUNTING SERVICES

· We follow up on the proper registration of the property.

· We review existing service contracts and make changes or adjustments as needed.

· We perform all the bookkeeping chores for you.  We collect rents, pay bills and handle 1099’s for you and the vendors.

· Our convenient monthly statements provide you with a full, itemized record of all transactions.  All invoices are sent to you with the monthly statement and copies of those invoices are held in our offices for 90 days prior to discard.

· Our year-end statements simplify the job of tax preparation for you and your accountant.

· Because we are computerized, we can meet your special needs including budget projection; itemized quarterly summaries for tax preparation, resident payment histories, and other unique services.

· We know how to effectively and legally handle tenant funds and deposits.  We know when deposits need to be refunded and what charges can be withheld from tenant deposits.

· Because of our volume, we have arranged for discounted prices, which will save you money on rental ads, appliances, carpeting and maintenance.

· For those owners that request online reporting and payment, that service is provided free of charge.

3.
MAINTENANCE
· We have extensive maintenance and repair knowledge, which means we are better able to streamline problems.  We know who to call and how much it should reasonably cost.

· We have our own handyman to meet most repair needs.

· We require all of our vendors to carry a liability insurance policy with minimum coverage of $500,000.

· We have a 24-hour-a-day, 7-days-a-week maintenance line and keep notes of relevant communications regarding your property.

· We implement a maintenance program to meet the specific needs of the property.

· Our vendors are qualified, reasonably priced personnel who will get the job done properly and in a timely fashion.

· We respond quickly to resident requests.  All requests will be assessed and acted upon as needed, generally within 24 hours.

· We help prevent costly repairs through preventive maintenance inspections at owner’s consent.
· We maintain a systematic follow-up procedure to make sure work is done timely and satisfactorily.  This provides better relations with residents and helps to keep them in your property longer.

4. PROPERTY PRESENTATION

· We make suggestions that could help increase rentability and profitability.

· We make every attempt to insure your property is code compliant.

· For a reasonable fee, a State Certified, American Society of Housing Inspectors, and inspector can inspect your property.  This is done to identify hazardous and/or potentially hazardous areas with the property.  It is a more proactive approach to management versus the wait for something to happen and hope you win the lawsuit.

5.
EVICTION, JUDGMENTS AND WRITS OF POSSESSION

· We serve notice to the resident being evicted.

· We file eviction action with the county where the property is located.

· We appear in court to represent your side, if requested.

· We can file judgments against residents still owing rent or damages to the property.

· We see that the resident vacates the property as instructed.

· If necessary, we file a Writ of Possession.

· We can file, with your agreement, an Abstract of Judgment, as well as for damages that are above and beyond what is received in the original judgment.

LEASING SERVICE

1. PROPERTY PRESENTATION

· We complete a market analysis that involves studying similar type properties to formulate a suggested market rental rate.

· We are licensed real estate professionals, which is a State requirement for anyone who leases property, other than the owner.

· We provide rental signs and various other forms of promotion to promote your property.

· We complete a pre-inspection checklist to make sure the property is shown in the best condition possible.

· We arrange showings of your property.

· We are aware of current market conditions; this allows us to rent your property at its highest value.

· We minimize your rent loss of vacant property by proper advertising and exposure.

· We lease only to residents who qualify according to our specific rental standards.

· We have every applicant fill out a detailed rental application that is verified through a nationwide tenant network or Experian screening service through Appfolio.  We verify credit, salary and previous rental history in addition to criminal and eviction filings.
· We collect fair and appropriate security and pet deposits.

2. FOLLOW-THROUGH

· Each tenant is required to sign a Texas Association of REALTORS® lease, along with several addenda items that bind the tenant.

· We take time to sit down with each new resident to explain his or her rights and responsibilities.  We go over the lease with them so that they understand every aspect of leasing your property.

· We require a move-in inspection report from each new resident and make notes of the condition to compare against the property condition when the tenant moves out.

QUESTIONS MOST FREQUENTLY ASKED BY OWNERS

Our contract is written with two things in mind.  It is meant to empower us to serve your needs and not to bind you!

Following are the most common questions asked by prospective new clients.  Perhaps by reading these answers you might find out information you did not know to ask!

? ? ? ? ? ?
Do I have to name E&A as an additional insured and carry $500,000 of Liability Insurance?  (Reference 11.A)

No.  Neither of these are required.  For example: you may only carry $300,000 of liability and simply provide us with your insurance binder.  However, we do suggest $500,000 of coverage and most Insurance companies do not charge you extra to add E&A as an additional insured.

Why do you charge a renewal fee of 25% and when do I incur that charge? (Reference 12.C)

Our service is structured to charge you 25% renewal fees. Of course if that is not a good business decision for you, we will not take on the expense without your consent to do so.
Do I have to pay any fees on top of repairs or make ready charges? (Reference 11.D2) 

No.  There is not a charge on top of any maintenance.  The only exception to this is a major repair costing $3,000 +, where you as the owner appoint Erickson & Associates to act as a general contractor on your behalf.  The fee for this is 5% as opposed to the normal 20-30% that a general contractor adds on.  This typically is a huge savings to you as an owner and you will have the opportunity to approve or disapprove our involvement.

One of our clients expressed her appreciation for the oversight we provided on the fire damage repairs to their rental house that occurred in 2012 stating “We felt the contractors were well below the cost estimates provided by our insurance carrier and your management fee as well.”

If I sell my home, do I have to pay 3% in addition to the customary fee of 6%? (Reference 11.H (1) A))

This clause draws the most questions of any.  The simple answer is “no” because the separate listing agreement clause precludes you from being charged twice.  Our philosophy is that we do not intend to bind you with this contract.  Instead it is meant to empower us to serve your needs.  We typically discuss this in great detail at the time the need arises.

When will I be charged the minimum management fee? (Reference 11.A)

You will be charged the minimum fee only when we begin the accounting function, have utilities in our name and pay vendors.  
What needs to be done to my house before it is ready to rent?

The better condition that a house is in, the better quality tenant it will attract.  Your home must be left in a professionally cleaned condition, as new tenants will be paying a deposit that they expect to be refunded if left in the same condition.  Your Property Manager will arrange any cleaning to insure that the cleaning guidelines are strictly followed.  The carpets must be freshly cleaned and all debris and personal belongings removed from the house.

It is not automatically necessary to paint, but you should consider painting any room that has dirty or marred walls.  A neutral color is best.  Your Property Manager will be happy to discuss any necessary repairs or painting with you.  Neutral window coverings such as blinds should be left, but not curtains that match a particular bedspread or couch.  Tenants moving into a rental property do expect some sort of window covering to be provided for privacy and safety.  We prefer installation of miniblinds.  You should not leave the washer and dryer, a lawnmower or any personal belongings.  Whether or not a refrigerator should be left depends on the property.  You should discuss these questions with your Property Manager.  

The tenants are requested to maintain the yard in the condition it is provided to them.  Therefore, the yard should be freshly mowed, weeded, trimmed and the leaves and debris removed.

How will you find tenants for my property?  How long will it take?

Your property will immediately be put on our list of available properties in our office.  It will then be placed in the Austin Central Texas Realty Information Service (ACTRIS) where REALTORS® throughout the city will have access to the property.  Naturally, a sign and lockbox will be placed on the property.  It will be placed on our website, as well as Austinhomesearch.com and Realtor.com.  We are in frequent contact with many real estate agents in the Austin area as well as the relocation offices of major companies.  As needed we email, and yes, we still FAX information to other real estate companies, leasing locations or professionals who are experts in your property area for exposure.

It normally takes one to six weeks to lease a property.  It sometimes takes longer in the winter.

Do you collect first and last month’s rent?
The most common move-in cost for a tenant in Austin is about two months rent.  While you can collect first and last month’s rent, it is generally preferable to collect first month’s rent plus a security deposit.  A security deposit can be used for any owner costs while a last month rent can only be used for rent.  We normally take a refundable security deposit, the total of which is slightly less than one month’s rent.  The property is automatically professionally cleaned between each tenant if the tenant does not leave the unit in “move-in” condition.  This cleaning charge is deducted from the deposit.  The security deposit is the tenants’ money and is held in an interest bearing account.

Can I say that I do not want any pets or smokers in the house?  How about children?

Pets and smokers are definitely not protected classes.  However, by eliminating both you are probably eliminating 80% of the people in the market for a rental unit!  It does not seem to create a problem to prohibit smokers but we encourage our clients to be open to the idea of pets, perhaps specifying “prefer no pets, would consider one small pet with an additional deposit.”  We have had good luck with small pets in houses in the past and it does make your property available to more people.  It is more common to prohibit pets in apartments and condominiums.  Additional deposits for pets generally run $200 to $500.  However, if you feel strongly about this issue, we will agree not to lease your property to anyone with a pet.

Children come under the protected class of “familial status” and it is not possible to discriminate in this way.  Our application forms do not ask number or ages of any children.

What happens if the tenant does not pay rent on time?

The rent is due on the first of each month and considered late after the third.  More than 96% of the tenants pay their rent by the third of the month.  If not paid by the third of the month, on or about the 10th of the month we will take the first step in the eviction process, which is to send to the tenant a “72 Hour Notice” to vacate.  I am generally contacted and the rent is paid.  If they have not paid by the end of the notice period, we file an eviction at the Justice of the Peace precinct and a hearing will be held within 15 to 25 days.  We file for hearings on less than 1% of tenants in any given year.  In most cases we will handle all evictions ourselves, without an attorney.  You would pay initially for filing fees (which are later charged to the tenant) but there is no additional charge for our time to file– it is part of normal management.  In a contested eviction, you will be responsible for any legal fees an attorney may charge plus a fee of $75.00/hour for any time spent by the Property Manager preparing for or appearing in court.

When do I get my money each month?
The rents are due on the first of the month and late after the third.  The rental funds must have cleared their banks before we can begin disbursing funds.  A reasonable time to wait is two weeks for such clearance.  We begin payment of bills on or about the tenth and the statements to owners, along with their checks, go out between the 10th and the 15th.  The statement will have all the activity on the account for that month. Please understand that our management agreement is written to have your statement out by the 25th of the month. However, through the use of our online system for rent collection reporting and online payments we have been able to deliver per the dates above.
How am I protected if the tenant damages the property?
A security deposit taken at move in is generally adequate in most cases to handle the minor repairs caused by tenants.  Tenants with excellent credit and references seldom cause much damage and almost never in excess of the security deposit.  The horror stories you hear about a property being “trashed" are generally less expensive properties that have been rented with the normal reference checking.  Our screening company checks credit and eviction records as well as employment and landlords.  It is rare, in our experience, for tenants to leave the property owing more than is covered by the security deposit.  However, should that occur, we can, at your direction, turn the tenants over to a collection agency and file a small claims suit.

What happens if the tenant leaves before the end of the lease?
The tenant is responsible for the rent for the term of the lease.  If they are forced or choose to leave prior to the termination date, they will be charged for the rent until the property is re-rented to acceptable persons under the same terms and conditions of the original lease.  They are also responsible for the cost of re-renting the property.  The Property Manager’s responsibility is to re-rent the property as soon as possible in order to minimize the tenant’s costs.

Will I get called in the middle of the night with emergencies?
You will never be called in the middle of the night!  All non-emergency repairs come to us as a work order request submitted by telephone and confirmed in writing by the tenants through our maintenance request system.  If it is a repair essential to the maintenance of the property and less than $300.00, the repair will be ordered and you will see an entry for the payment of that bill in your next statement along with the invoice.  If it will be more than $300.00 or if there is a question of what should be done, we will call you for direction during normal business hours.  An emergency situation would be the only time the $300.00 limitation would not apply.  For example, if a hot water heater burst and was flooding the property we would begin the extraction of water and the drying out process immediately and would notify you as soon as appropriate

Who does the repairs on the properties you manage?  Can I use my own contractors?

We use a variety of outside contractors depending on what needs to be done.  A list of requirements for those contractors is listed separately.  Our repair vendors have been with us for years and many are available 24 hours a day for emergencies.  They work at competitive rates and guarantee their work.  We would be happy to use contractors that you prefer provided they meet our Vendor Requirements criteria.  You are billed for exactly the amount of the vendor’s invoice; we do not charge for supervision of normal repairs.

VENDOR REQUIREMENTS
Erickson & Associates, Property Management, uses only qualified vendors and repair contractors.  These hired individuals are Independent Contractors.  Our clients are charged the exact amount of individual invoices; we do not charge for supervision of normal repairs.

VENDOR EXPECTATIONS:
· Qualified and experienced to do the type of repair requested.

· Carry a minimum of $500,000.00 liability insurance.

· Licensed as required for particular work.

· Bonded as required for licensing.

· Carry appropriate insurance for all employees.

· Must be accompanied by an adult, if anyone under 18 is present at property.

· Warranty repair work for one year.

· Make appointments with tenants as necessary and show up on time for those appointments.

· Complete work in a timely manner and clean up 

· Dress neatly, cleanly, and appropriately.

· Pick up keys at our office, if requested, and return them promptly.

· Billing amounts should be in line for similar work by other vendors.

· Normally bills are paid within a 30-day cycle for those mailed in.
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